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'SUBJECT: Porsonncl Relutions Policics

EFFCCTIVE UNTIL 30 JUNI 1947 UNLESS SbON’ER RCSCINDID

1. GDNERAL

s It is- the poucy of ‘the Contial Iqtolllﬂcncc Group to
_dovclop and maintain good cmployco rolations as oan 1mportant
and nocessary part of its personnol: program. - The Personnel.
Division, Porsonncl and Administrative Branch, is chargod with ' - ®
tho rosponsibility of promoting rood rolationships among tho C
operating officinls and tho omployeds of ClG. _As o part of -
munu.gnmont the Porsomncl Division is vitally concernod with -
tho development of constructive day’ to day work relationships
to the end that such working cond:.tlons and rolutlonshlpu will
onham,o moralo aid offlc:.cnov :

be  CIG is rcquired by‘ law to apply the uniform offloioncy
rating system as the mothod of ovaluating civilion employcoes'
performanco in carrying out assigned taskss  The Direetor of -
Contral Iptclligence is rogquired by thoe Classification Act of -
1923, as amonded, to rate %he o!‘flc,ioncy of cach ‘employecc who
.+ is subjoct to tho rating systome. Tho Dirootor has dclegated: to
- the Chicf, Persomnel Division, the responsibility for admin-

i rosponsibility of every represcntative of managemont din CIG to. .
‘ apply- the principlos of the officicncy rating systom, as an aid ’
to good management, not onco:'a year, but throughout the cntire
‘yoar as: providoed for in Civil Sorvico Commissich Ropulctions

- ana dn - accordancc with f\lturo rlircctlvos to be: 1=suod by -CIGe~

c. It is: $hor ros ﬂonqibllity of the Pcrsormol Division to
- adviso on gricevance mattors, complalnts and”’ rclatod rrobloms, -
. ané to assist in-doveloping and assembling 1nformatlon neecs=
- sary to oqulto.bly rosolvo any givon ﬁro'blom. !

T . d. A spccializod sorvico is avallublo to t‘xc omployoos of
LT CIG In other ficlds suchi as houq:.n",;llnancml matters, - group

Skl = hosnltallzatlon, 1ncomo tu.x assistanco, and’ othcr wolfc.ro :

: nctlv:.t:.os.
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EPI‘ECTIVE 30 JUNE 194'7 (‘IG- MEMORA\IDA WILL- RmAIN IN I‘ORGE UNTIL GANCmLIF}Q" :
; OR SUPERSEDED . : e LA
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2. FUNCTIONS' OF ‘THE PERsomEL RELLTI GHS SEC‘“ION _

It is” tho specific rosrons:.billty of the Personnol
Rclatlons Section of the Fersonnel D1v1s1on to ~

" Advise und assist manugument in the formulation ond
‘unpllcatmn of 'policies des1gned to improvo and mo.mtnm good'
'fOX‘l"lng rclatlonchlps. :

b. anourage unu promote the cstabllshmont and use of
dof:n.nltc meons of -communication and chennels of :mformntlon
botween munug,cmont and othcr employeoas., -

’ o L . e Establlsh vfficlcncy roting policies in CICG within R
L g the fr&mourork of the uniform ond compulsory cfficicney rating »

system promulrato«; by the Civil Service Commission, and to

insurc- that Efficioncy Rat bing Committcos arc cstablishod ond

that thoy carry’ out their rr"spon sibilities in an cquitable”

manner. : -

Qs Encourage acmmlstra‘clvo and sugervisory offlcluls in
the development of performenco and "job™ rcquircments and +o
coorcinate tho cfficiency rating hrogr"m with all other .por-
sonnel ac’clv:Ltlos. . :

'5“ ST, Se. A“va.so Lfflciéhcy Rating Committcos regarding prbﬁor
: i procodurcs and regulations, an¢ to administer aﬂpollant pro-
- S ccdurc.:, both odministrative and statutorv.

Lo ERE TR L. Iumdor as<~1stnnco to cmplovcos as- neoded 1ncluamo‘
i : ‘ counfmllmg, 1ntorim and pre—cxrb or cr:.t interviews,

L Be Act in o staff and adv:.sory' nv‘paclty to mmcgcmont and
" empioyaes in the hoandling and disposition of: grlovunccs, coms
-nlunts, and rclb tod nrobloms. : :
: hid menagenont in cevclo“ing end mamta.ln:mg ‘mrmon:.ous
: rclo.tlonshlps with om’vloyco groups und orgunlzutlons. K ST
: 1. Conduct sncr1a1 ‘studies on matters oi‘ ‘:Lsr'lrllno,
e . rrrlovancos, absen‘cocmm, ‘and other problems, and to rccommcnd
e : : nnc‘ ddvn.se on rc,medml rrograms or’ moasures- whcrc ncedode

-+ Je Bo responsiblc -for the Group Hosp:.tahzation Program :
U within 010G, and.furnish advice -and assistance to substrcasurers -
"_,throur*hou'b tho ugoncjo ' SR : -

1
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3¢ FUTURE INFORIZATION .
Tho above statements constitute the goneral funetions -and

‘responsibilitics of the Personncl Relations Seotion, Fersonnel .

Division.  Additional information ‘concorning speeific phases

of the Program involving proccdure, forms, and- tho relation

.of the Program to operating officials, managemont, ond.

. individual employecs, will bg doveloped from time to time and

will be made available to all employcos of CIG, AR g

4. ASSISTANCE AND INFORMATION

Requests for assistance or informetion regarding tho polieies
or programs deseribed horein should bo dirceted’ to the Chief,
Personnel Helations Section, Personncl Division,: in Room 118,
North Building, or by tolephono on- CIG Extcnsion 2648,

FOR THE DIRECTOR OF CENTRAL II‘ITELLIGENCB; '

STATINTL

Xecutive for Personnel
ond’ Administration

‘Attachmonts - None

Distributioh - A L R R : o . ‘ o
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 SUBJHCT:"' Fersonnel’ Reldtisnd Policles o i
- EFFECTIVE UNTIL, 30 JUNE_ 107 UNLESS SOONER RESCINDED

‘ . &. It is the policy of the Central Intelligence Group to ‘

i develop -arid Imai;ntaixi'»_'good employee relations:as an important

' ! end necessary part‘of ite personnel program. The Persotinel -

Division, Personnel and Administrative. Branch, 1s-charged with

! ] the responsibility of promoting good relationships ahong: the
‘ operating. officials and the employees of CIG. As a part of..
{ | . managetlent, the Pereonnel Division is vitally concerned with:
: the development of constructive day to day work relationships
-to ‘the .end"that. such- working conditions and ‘relationships will

enhance ‘moré.l'e;:and‘-effic‘iency." S R S
b. CIG is required by law to apply the. uniform efficiency
rating system as the method of evaluating civilian employees'
performance.'in.carrying out assigned tasks. The' Director of
Centra1'=.1htel;l.-igéhqe' is required by the Classification Act -of
1923, as amended, fto-rate the"eff-i‘ciency-' of each -employee. who
is subJect to the rating system. The Director has delegated to
the.Chief,; Personnel Division,:.the responsibility for admin-
istering. the' efficiency rating-prograu in CIG;" It-i&:the rdirect
responsibility of every representative of mansgement in CIG to
B ‘apply.ithe principles:of .the efficiency rating system, as.an aid:

i . to-'good-management.; not. once. a'- year, but. throughout the: entire
: year-.es provided for in Civil Service Commiesion Reguletions:
‘ : end in accordence with future directives to be issued by CIG.

TR B

, - . 8. It 18-thé:responsibility of the ‘Personnel Division o
‘ : advise on.grievance matters, complaints and related problems,
end to.aésist .in!developing and assembling information nécee-
sary:to-equitébly. rescive. any given ‘problem. ° RN
o Qe -A specialized service is available to the employees of
CIG. in-other‘fields such me ‘housing’; financigl matters, ~group
»7hospitalization, +incomé tdx’ assistande;, 'and ‘other welfare Sl
activities, = - : . : SR e e

f(‘ié’u) L
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2.‘ FUNCTIONS OF THE PERSONNEL REIATIONS SEC’I‘ION

It 18 the specific responsibility of' the Personnel
Relations Section of the Personnel Division to-‘ IR i

a. Advise and assist management in the f‘orumlation and ;
application of policies designed to- improve and ‘maintain-good -
working relationships.

g Lot ’

B Encourage and promote the establishment and .use of

- definite means of communication and channels of information -
between management and other employees.

i c. Establish efficiency rating . policies in CIG within
the Framework of the uniform and compulsory efficiency rating
- system promulgated by the Civil Service. Commission, and ‘to-
ingure that Efficiency Rating Comnittees are established and
_that they carry out their responsi'bilities in an equitable
manner..,. ; ; R ; .
: d. Encourage admmistrative and supervisory officials in
the development of performance and !"job" requirements and to
- coordinate the efficiency rating program with all other per-
sonnel activities. . R :

“Advise Efficienby Rating Committees regarding proper”
procedures and regulations, end to- administer appellant pro-
cedures, both administrative and statutory.

| £, Render assistance to employees as needed, including
i ‘ couneelling, interim- end pre-exit or exit interviews.

‘Act in-a stai‘f and advisory capacity to’ management and
employees in the handling and disposition of grievances s com-
plaints, a.nd related problems.

h. Aid management in developing and mainte.ining harmonious
relationships with emplcyee groups and organizations.

e i. Conduct special . studies on matters of discipline,
grievances, ebsenteelism, -and other prodlems, -and to-recommend
. and advise on remedial programs or measures where needed.

Jde Be responsible i‘or the .Group Hospitalization Program

‘'within CIG, .and furnish advice .and assistance to sub—treasurers
throughout the agency. . : N

(184)
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b 3. FUIURE INFORMATION ;
o ‘The above ‘statemenis constitute the general functions and ;
responsibilities of the Personnel Relations Section, Personnel
i ' Division. Additional information concerning specific phases ‘

of the Prograu involving procedure , forms, and the relation
of the Program to operating officials, management, and o
- individual emplcyees, will be developed from time to time and
will be made available to all employees of CIG,

L. ASSISTANCE AND TNROIMATICN

Requeats for assistaice or information regardihg the policles
or programs described. herein should ve directed to the Chief,

Peraonnel Relations Section, Personnel Division, in Room 118,
Nor<h 3uilli:g, or by telephons on CIG Extension 2648,

* FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

e Ior Peraonne
and Administration ,

Attechments - None ‘

Distribution - A
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